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; The»Ent'repreneursh.ip Training -aompon'ents are based ‘on

information frommany sources. Special acknowledgement

is due the Small Businesa Management and Ownership
materials designed and tested by ‘CRG Education ‘and

Human Development} Iné, for the U.S. Officeof Educa-. - -
tion's Bureau of Oécupational and Adult Education.
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q§ are you go1ng to.use your job dk1lls after yOu f1n1sh ’ LT . .
- . sc 0017 - S o . .
‘ . . g . . ¢ _—
% , o N ;
Have, you ever thought about starting your own welding business? *
4 . . ~ ¢
> . \ . N . . . L
. g} ) . : \ ' , ", ,
M This module déscribes people.who have started and managed a, '
. welding business. It gives you an idea of what they do and
some of the special skills they need, = - ) ' . oo
. , ) Y , ’

" Yeu will read about .
planning a welding business

dhoosing a location " .
- Betting money to start - .t ‘ . .
be1ng in charge * ; . : S .
organ1z1ng,the‘work : : . - J . r
» Setting prices . T )
- advertising and se111ng - E : AN -, "
. *  keeping f1nanc1a} records . T A . . .
' keeping your business successful . ¢
- - B . ~
', . . . o A
¢ .You will also have a chance to practice some of the things ) " .
that ‘welding business owners do. . ) . : .
'o - . !
M. . Then you will have 4 better idea of whether a career as a ' 27 ,
welding business owner is for you. te S
‘v A 3 R "r_ s . .
, o - Before you read this module you might want- to study Module 1, *
~ ' Getting Down to Business: .What s"It All About? o
. L
. < 7S
When you finish this module, you might want to read *- . \

Module 31,'Getting Down to Business: Auto Repair-Shop;
Module 33, Gett1ng Down to Business: Construction Electi-

- _cian Business; - . - . \
Module 34, Getting Down _to.Business: . Carpentry Business. 4
. “— . /v
{ v [
Thege modules are‘related to other programs in trades and
B \/ \“
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. . -, ’ Planning A Welding Business . »
. / . ’- . ".r .
»
N .. . M 3 ’ ~ )
- . - . ' . N -
« ’ -~ P
\ . . ) o : =
. 4 N v <
p Goal: To help you plan a welding basiness. :
' : ‘ s 0 N R . . : ~
o . . » 'S
Y . . . :
. vl . Objective 1: Describe the services, customers, v9 .
: N . and competitigp.of a welding business: .
[} N ‘ e ]
. . > % . . *
* Objective 2:  List three personal qualities a
L4 . . .
* . . welding business owner should have.
. , - gy )
. * o ‘g Objective 3: List two ways to help a weldy¥nx °~
' businéss '"stapd out" from its competition. .o
. >
v . . . AN ~y . ’
'., Objectivg 4: List two special legal . . ‘ !
requirements for running a welding business. “ - -
* A
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BEN MILLER'S WELDING BUSINE%S.

° " .
. ‘ .
. Al ¢

. g . v
. Two years ago Ben Miller went into’ blisiness’ for him-
self. He is the sole owner of West Coast Weﬂmg, whu;h

. -

specializes in “qrnamental security." . .

v

. v ’

Ben and his two assistant welders make and install
wrought iron fences, gates, and’*window grates afound homes
and apartments. These materials provide protection from

/}ntruders”“ They also add to the beauty of the Home or
apartment building. Ben's work is well knpwn for its
unique designs and solid quadity. ° .

Builders also subcontract ta Ben. He does special
construction jobs that call for his combination of skill
with metal and the ability to design a unique solutign to-
solve a problem. The shop also- takes repair jobs when Ben
or h1s assistants have.time.

Other welders in his area compete £0r the repair work.
But in "ornamental, security,” Ben®s main love, he stands
alone. No one else offers the same type. of service: ,ftom

designing a fence,
and 1nsta111ng 1t.

to maklng and painting it,

-

N

r

.

to selling

Ben's work uses all'his abilities.

skilled welder.
jobs or light'ones. He is good at
how mich metal each -job needs., He
call on all his sk111 as an-ar 1st.

Ben also manages the business.
ees, Jamey angd Carl.
And checks their work.
fied to work with' iron’and steel’

equlpment and building mater1als.

‘He is a highly

He can work with many mg;als and do- heawy

measuring and deciding .
draws blueprlnts that

He trained hls emp10y-

Ben dec1de3'what Joﬁ s;.they w1L1 do
Like- Ben, Jamey and ‘Carl are certi-

This means they know the

—heat and safety requirements of welding iron and steel

—

“Ben's business

handles many kinds of JObS, targe and small,

and. in the field,
or steel.

is growing fast. West Coast Welding
in the shop
‘But common to every job is welding iron ~

I

ot
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. Planning a Welding Business

. . .
. . . A . ’

' ’ R !

. N .
©

» s .
There are many, many small businesses in America. Small businesses
can have as few as one worker (the owner) or as many as four workers. A !

. * ," small business owner is "selfremployed."” Often a whole family works o

~ together in a small business. : . L0 . .

Products and Services of a’Small Welding Business ' ' N

v - . A 1

3 . _ . . ; NN ) -t ToT
. Welders heat and fui pieces of metal or other materials using elec~'

tric, gas, or combinati® welding machines. Welders must 'know the heat - -

and penetration qualities of different metals. They.must apply heat at a7
. )
] . _ the right point to make firm joints that can’stand up under sfress; -

) . ~ " * LY g - °
Because they work with flame, gas, and hot metal, they must also-be - \
° - — EOY v 0
safety conscious. . ' e . T ‘
' - LT T oa - b
) i} PTG - .
There aré'mhny smalfib&sihess opportugities for people who are trained-’

Xl

- as welders.l Welders can make different kinds of equipment or .gonstruct -
< .

C 1pef1nes for buildings. They can repair or replace metal parts-cfor . 8
;:f;ﬁi x;~-¢ex3hp1e, broken trailer hitches or dented.metal fences. oot ;N

.
-

. Ben M111er pfov1des both products and serv1ces._ He constructs and
sells fenc1ng to his customers, wh1ch he 2lss installs. Most of hlS cus-

tomers are owners of expensive homes.or contractors who build apartments , :

v . L
2 ¢ or. condominiums, . , " . . '
. ‘ Lo s - .
- ‘ . ’ ' . ., N
) ’ Y , . .
*- Important Personal Qualities . o " o ' o
. « S ‘. . . .
. . . . . . ’ >
. . = , ! Ben's business demands and makes use of all his good qualities. Like o B .
S most highly skilled welders, he has: " . S , . '
. - . T ! .
Y . - - * ’ ' ' . s .2 :
. . e ~
. ‘- N
. ® 6 !(). s » )
: \) ; & ./_‘ . . .’ “% R X
.EMC .’ - ’ A * ’ ’ N . - .
oo i o - : . : ) : :
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e good math and measurement skills,

e ability to do detailed work relying -on flne mo(éments of his

* hands; and . g !

L patlence and energy to bend, stoop, andfstand st111 for a long

.

A3

tlmea often in an awkward position.

Safety is- somethxng that Ben can talk about for hours. H s learmed

2 A

_you can't be -too gareful when you re-weldrng. Ben has scars where hot
‘. metal_burned or p1erced his sk1n. He says of welding: 'You must like

it. You can't be scared of, gettlng hurt. You'ge going to get burned

\
~
once in a while." ’

"f_.r" Y -
e ros E
o Y -

- - - -

But"Ben has become much more careful about safety than when he first“®

X

L] .
began welding 25 years ago.. He has.a set of rules tacked on the shop

bulletin board. If anyone is caught breaking a rule, the per'son has to

-

buy, lunch for everyone.. Th1s is Ben's list.

1. Wear goggles Yhen we1d1ng.
2. DON'T look at the flame: ULTRAVIOLET LIGHT‘can burn your eyes.
If you're too sick or too tired, DON'T WORK. Stay in shape, and\
do the job you're supposed to do. , ‘
Turn off all equipment when you're not using it.
Clean up your area at the end of EVERX da§. :
Stay alert. Never take anything for granted. And if you neéd
help, A$K, SN v
’ - . ‘..

4 » - . 43 -
This list shows some important things about Ben. He thinks'that

-

safety is very important. He insists that his co-workers follaw his
rules. But Ben is fair. He follows the rul®s, too. And he cares about

his'employees. A11 ‘these qualities help make Ben a successful welding

.
'

business owner. N /
~ . -

. ¢ ‘
o .

As for ménaging ; business, Ben says that dnitiative and hard work are

-

k’“\\ the most importanq,things you ‘need to succeed. "Initiative" means that .

Ben does not wait to see how many people will decide, on their own, that

-

their home§/need a fence.or. a gate on the driveway. He goes out to people

\\and tells them whet he ‘can offer. - He se%ls.owners and builders on bis

.

P
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" 13 ’ : . ~ - 13 )
. fencing materials that offer security but ar€ also
& > 4 N
"West Coast’

‘ un1que sesviée'

&ttracflve Qhe businegs image is right there in its name:
’ /o
.+ . Welders, Ornamentpl Secur1ty . d
- . ’ 7

» . ~ N B

-

How to Compete .’ . ) !
.o R ) * -
. \ West. Coast Weldlng shows how you can beat the competition by giving a .
' unique service. 1In fact, Ben offers a unlque set of related services.

.

‘He designs the job-to fit each customer's need.

M ]}
- paints the fence or other item. He also installsit.

He cuts out welds,

and

Otheﬁgwelders in .

&

his area make or sell fenc{ng, but they rarely do ilstallatlon. .

Ben also uses good materials.
Befose he starts a job, he explalns to each

well.

.
.
» - -

iegél Requirements

He delivers on time.

. cusiggér Wit their. choicgs are.
[ \ " °

‘e

Y
’

y

v

.

» . v.q . . . ..
He. takes enough time to 3o the job

4 y ] - L .

‘ ) \

‘ In some, of the spec1a1 const’hctlon jobs Ben does, the strength of -

he is constructlng basepfhtes to hold

the weld is critical. For sgample

. up a watér ride at an amusement park. To do thls type of work he and

) -‘h1s assistantsg had to pass 22 examination of their welding sk11{s¢ "Iym

© + lcertified in._12 metals," Ben reported. ) - A ,
N . . - * . i .{_g

.
-~ .

Ben s bu31ness 15 11cehsed 1n the city where it is located. He sel}s

' parts and knlck-knacks ag part of‘bls ornamental security business., He
P .

Y needs a Board of Equallzqtion number (to allow him to ‘resell ﬁarts with-

* out paying 4 tax) and a peddler's tigense. Ben's business must also be

2

ingséétéd from time to time by'éoveqhment fire and safety officials.

te

-

-
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»
The owner of a-.simall weldrng business can offer many types of ser-

V1ces as w%ll as products. Typ1cal customers are people who need to-have
metal equ1pment or machinery built or repaired Offering a unique ser- ) .
vice, like Ben's LnstalILng the fenc1ng that he makes, heIps a we1d1ng .
bu51ness compexe. Hav1ng skill in weldlng, be1ng safety consc1ous, and
know1ng how to get customers are important personal qua11t1es for a . )
welding“bu51ness owner to have. : . ' :
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-, Learning Activities
. ‘
A . S K . /
Al L] ’ 'ﬁ
4\ B .
3 . R
y Individual %ctix}ties . .

-~
° . -

K 1., List tlireekinds of Jobs that a small welding business might do anﬂ'

\ .
three kinds of customers ‘it might have. { : TS :
vy *

’ ; $° "2, Do you have the personal qua11t1es that would help you rud a wellding
. bus1ness7 “ Check each statement that. fits you
. ¢ "ITike he1p1ng people. ' :
. N I like to make things. ° "t .
’ K I don't Qind a noisy, hot job.. j;“ -
. ) I can work on\igyeral jdbs at ohce. < )
o ’ :_;___ I.can handle ‘money well. : “gl . .
: : ' < Tam alert and careful around fgst~mov1ng equ1pment h .
s. ‘e _ . Tcando a job w1th0ut wast1n§*t1me or materials. .
AN v N * . . A -
. ¥* 3. Ben's welding business is based on'probiding ornamental gegurity.
' .. ' List a different kind of special product or service that a welding
. business could 6ffer., ‘ . R .
' : R
' ;Eﬁﬁ' Think of a good name for'a welding bus}ness. It should be "ecatchy."’
‘ e It should also descrile, the special product or serbige you listed in
. s &y ‘
et certified before he or she can weld -
. : >
- . % | ‘ R
Lo 14 S
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Digcussion-Questions : . o
- : .
* ' - N

1." Why do vou think Ben wanted to be in business for himsSelf? What are

.

some problems he may have now that he didn't hav:jyhen he worked for
"somepne else? . :

o 4 .-
‘ . . . - . '
2. Why do ygp think €ire and safety officials make regular inspections

of-welding businesses? What kinds of things would they look tor?

- .
.

1l
¢

Do you'ﬁhqu‘Benﬂs idea of basing his business on ornamental . security
( .

-~
is-a good one? What kinds of customers. yould this service appeal

: . . . T '
L to? Is this market likely to grow? Why, or why pot?
+ . ‘. .- . N ! .
-~ ‘\ ’ ’ . ’ ;' s '
N Group ‘Activity . , iqr ' )

. . s
»* . i ~ >

. - : v
Locate a welding business near you. Invite the®owner or manager to

/

visit your class and talk about how he or she got started. :
- ’ + ) . - . . ) -.\ ~
Write out a 1gsc of five to ten interview questions to ask the
visitor, :The quéscfons should relate to the tirings listed in the . -

Aruitoxt provided by Eic:

objectives for this unit.

o
i

-

v

2

- -

.

“

9

.

£l

3

.

,

One or, two studénts should ask the visitor the questions.' ‘At theend

o{jche interview, take other questions. from the rest of the class if
\ :

there is time.
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. Goal: To help you choose & location for a‘welding business.
" . B . '. - -
' Objective 1: List ‘three things to think aboﬁt in s
deciding where to locate a weldmg business. - .
Objective 2: Pick the best location for a welding . .
A .
" business from three cholces and' explam your . ) .
. choice. . - . ’ )
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* - BEN'S BUSFNESS LOCATION-

A . " & .

[ & -
. £ -

When, Hen dec1ded tb éo into bu31ness for h1mse1f he
‘had to find d'lqcatlon He thought about all the things he
"Ifneed a piace ‘where I can do the welding. ‘I
need room tb -store.s my supplies. Those are the most $mpor-'
tant thlngs ", '

i .

Ben’fhought some more. "If possible, I'd like extra
room to store fencing. Then I could have a supply of t@e
bestselling. fence types. I could buy extra gates, grates, -
and locks. That way, when an order comes in, I could’fill
it faster. I wouldn't have to wait to make the fenc1ng to
order unless it was a’ special type.' .

A .

A

-

, Ben also thought it would be nice to have a store.sec-

tion where he could display the types of fences, gates, and

rwihdow grates he.could make. Then customers could come to
a clean, quiet place ta see Ben s wares and decide what
they needed. . b

«

%

. Ben had been checking the c1ass1f1ed ads under’ "Commer-
c1a1, Iﬁdustr1a1 For Reht" every week. This week.two ads
caught his eye . NN ' .

1700 sq. ft., downtown.
Jdeal for light .assembly,
storage, auto repair, etc.
Small, carpeted offlce
$500/mo., -

1000 SQUARE FEET

Suitable for/commercial
and/or industrial use. -,
3-phase power. $350/mo..2

« -

%

e

Ben went to see both business sites. Both seemed fine
for his main need: a place to do welding. .There was good
electric power and enough outlets and Lights. The bigger
place would give Ben more storage space. The office was
nlae,-too. ¥ '

"I'd better take thewcheaper pIace " Ben decided.’
it 1s, I set a limit of $300F.2 month for rent. I can raise
that to $350 but no higher. Once business builds up, I can

» move to a place where I hgve more room for storage and dls~
But now I guess I'd better stick to we1d1ng "

play.

-

"AS . -

-




Choosing a Location

-

Did Ben'f choice surprise ‘you? He liked the pig%gr business site
better. But he chose the smaller one for two reasons. First, it had the
most important things Ben needed. It h?d snough space and ‘electric power
for Ben and his helpers to do welding: It also was big enough to store
the materials they needed. q

!

0
-

Second, “it would be risky to choose the larger placg because the rent
was much higher. Ber was not sure-he could do enough business to pay for
"extras'" in his location. .So _he, decided to take the smaIler place and

then move when he cpuld’ afford ‘to.

-
.

L3 v
- Ben was smazt to  sort out his needs and pay more aftention to the ..

imﬁortant ones. ‘Small business owners often have to maké hard decisions.

[ LI

.
a .

-
= ~ R -
. t

Factors in'Choosing a Location \ v ’
N ) . »
CoT _ n . . . L

’

Though it came-down to a choicé between two locations, choosing Ben's
'

location was really not that simple. He, checked out adg for months‘fefdre

he found anything he wanted to see. He looked at many locations in many.
. d . L}

areas O0f town. < : i .

N C . - ‘

24

N « . } . .
As Ben looked, he learned. He got bettpr at guessing what a place

»
-

would look.like from what the ad said and what it did not say.-

Y
-
v
[

“

Ben knows the good and b%q)points of his location even better since

. . L
he's. been there almost two years. This is"how he sees it now.

.

.
»

. Goodsgoints: It's easy to reacH/by car. 1It's near other smail

industrial bus1nesses but not close to heavy compe&}t1on.' There 8 another

-




Aruitoxt provided by Eic:

L

“it's no problem. He has a good landlord who makes repairs qu1ck1y He

_landlord. Compare their reactions to your own feellngs ) .

. -
LY v

welding business down the street. But it _involves heavy equipment

.

has .a long—term lease, so Ben won't have to move or pay more rent on

short- not1ce " The rent is not too hlgh There is enough room for the

.

welding table, vise, welding machine, and supplies. And the electric
power is suited tJ his needs.
. ‘ ' . . |
Bad points. 1It's not on a main street, so people don't just ”findfl
it by chance.. The;stis not enough room to storé or display finished
Saterials. "And it's moisy!" Ben adde.

\

His neighbors, who make their own noise,ado not seem to mind the '
racket. But Ben had to put a flashing light on the phone Otherwise,

no one cdould hear it if it rang when someone was we1d1ng /

o

Checking a Location
’ - % . *

~ [

There are many ways tq find out about possibie locatiows for a welding

business. Besides using the newspaper ads you can: -

¢ look for‘'lease or rent éigns in neighborhoods that have small
< Y

. 1ndustr1a1 and trade bu51nesses,

v

& ' talk to a realtor who handlés é/;mer61a1 and 1ndustr1a1 property,
and S L

4

o, t%{;/to customers, suppfieré, and other'small business owners.

. - " -
. . "’
-
N ‘ . ’ . .
3 [N .

Once you find a location, you must check whether it is right fof your

type of business. There are several things you can do.

. . . . - * . A ¥ .
You can walk or drive through the neighborhood. See what kinds of
’ . s

-‘businesses are nearby. Are any competing welding businesses close by?
e

Will the types of customers you want be in the area? 1Is it 'becausp they
live there or shop’'there? ~ ’ P ;7

A Y ‘ - . ' ’

You might'talk to former tenants, neighbors, anQ'the landlord. Pind

out how good business has been in the past “See wh;f\ochers bhlnk of the

17~
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. S -
ummary , v

N < : . r~
You car inspect the site and make followd; visits. Don't be shy about

{ .
look1ng around. Rememper, you are going to spend most of your time there

If you decide to lease (or rent, or buy) this location. Check to see if ‘

the site and;building'ére.in good conditign. How are the light, heat, . -

Is.there enough work speé:iied storage space? If repairs are

and water?’

needed, it is a good idea to find out\efore you put your money down.
. o . .
- L 4
. \
L4 v - >
¢
i

N
‘,
L] ’ L

Your bus1ness location will be one of your main expenses In re?urn,
qit shquld be a comfortable place for work1ng and dea11ng with your’ cus— ) .
too. The ‘

tomdrs. It should have the space and utilities you need,

neigheorhood is also important, Ehere are many‘ways to find out about

avallable locatlons Once you findwone that seems good, you should check
the 31te and the neighborhood béfore you dec1de {ejéénal inspection, a’

.walkang or dr1v1ng tour, and talklng to people are good‘yays,to check on .

» a busiqess location, s .

. * A \
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Individual Activities : . o

»
.

1. Ben's weidfng‘shep is a few doors away from a welding shop that spe-

"., cializes in construction and repair of heavy equipment” Lisb‘two

shop. . ' . . s e - o,

.
. - -
4 -

Vo . . . ¢
2, For each type of information needed to chnose a location, decide
whether it is best to get that infbrmation (a) by personal inspection
4 of the site ar (b) by.talking éo forther. tedants ‘heighbors or the
~, landlord. Put %he letter aorb in the space befqre each type of

- A
. .

. information. . . . .

[
- - '
.

How .strict the landlord is about get;gng Jthe rent pa1d on time

. Whether the electr1c1ty is*in good condition
Wheqher there is enough room for supplies and for customérs to
park o % : d i
Y . - H . .
How good business is in the .area , Joro o, )
' ° . » ‘ .
ﬂ\. ol S )
. '3 You are compar1ng three bus1ness 'sites &o locate,xour w¢1d1ng busi-
N ness. Rate each s1te'good (3}, so-so (2), or poor’(i) on eath feature
,+ on the next page, Then chooseythe best site overall,. . f’
- - P : Co ; 4 ~
. ) L] h .
. Sa -
. . R J M - . / - . ¢
x B IR B =
. - g B * ' .
, 4 P> ~ P /ﬂ‘ , ’
; * 4 > - ~
4 . . » . s
. s v .

N

advantages and two.digadvantages of"* Ben s be1ng close to thls other //
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-Three other welding

businesses in area

Room for'eight
: parking spgces
Electrif'ﬁiging and
power good

¢ —an

Py [ 4

Huge storage space

¥

tion.

No other welding

bus%nessés in areaa&

koqﬁ for ome
'parking space =~ *

Needs electrrG
v reWzrlng o

.
¢

<

Not much storage

space, 2. ’

[

i @

<

The station,is on a verynbusy 1ntersect10n.

.. advantage and.one disadvaptage of this location.

DiscussiggnQuestions' .

-
A

’ ¢

- C
Ohe other welding
business in area

Room” for two
parking spaces

BElectric wiring

s L ‘and power border-

"line *

4 °
Gopq storage .
space -~
P a

4, ‘You are thinking’ about . locatlgg your weldlng shop next to a gas sta-

List one poss1b1e

<

%ou and youy two partners own d welding ‘business, It speciglizes in

making, metal storage units for homerworkshbps.

locatlon has a sma11 carpeted office next to the shop -area.
" ways you will use this area.

use for th1snarea. .

Y

2. Dis{uss whether, Ben made the rlght choice in ch0031ng the smaller
locatlon for his bu51ness.

have been a bet;er or worse ch01ce7

3, Based on.what youw have learned about Ben's businégs

v -

v . N

Your new business\/

&l -
Discuss |

Try to reach an”agreementton the best

¢ i

©

In what ways would thexlarger locatlon

"

do you think

there is a need for a welding business sﬁec1a1121ng in ornamental

security in yout area?

L4

Gréup Activity-

IS

Why, or why not?

>

k4 . ) ) ‘

~

Two or more students should visit a nearby welhjng business and make

a class report on the strong and ﬁéak poigts,bf the: business location.

Coay y
Z 4
- ‘

.

- <
f — »

~




' l. .1. Selegt a nearby welgingﬂbusiness. Call.the manager. Ask whether '
! ‘ h \__, one or more of the dtudents in your class can visit the business.
. 2. Oae or more students will make a personal inspection of the. site
and réport to the ¢lass on; (a) size and 1éyout of the shop;
(b) storage space; (c) electrical power and location of " outlets'

and (d) amount of parking space.. . . ‘
3. _Oné or-more other students will explore the‘eighborhood. If, v
. possible, they will talk with neighborjng business owners or c¢us- ~

tomers. Then they will reporE to the class on: (a) types' of

3 .‘. 3 3 .
L, ' businesses in the area; (b) number of .customers doing Businéss
in the area; (c) number of people dr1v1ng’or walking by; and
< v " (d) whether thgre is competition nearby. ~
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Getting Mongy td Start - '
. L’ - ! ’
¥ - , L. s
. §
Goal:, To help you plan hoy to borrow money to start a :
we1d1ﬂg bus1less. AN . , .
. .Objectiée l: Write a business descr1pt1on for a
' welding business. o .
. ObJect1ve 2: F111 out a* form show1ng hew much- money
, you need tofborrow to start a we1d1ng bus1ne%§
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BEN APPLIES FOR A L -
o . Y .

. ‘.
»

While he was still working'in Mr. Fowler's Qeldiné
shop, .Ben began ‘to plan his own busine#¥, Mr. Fowler said
he would help Ben go through the_necessary steps.

He urged Ben to write a business description. LIt helped
sen spell out what he‘could ‘offer, that was. d1fferent from
‘his competition.
bank. ’ -

A Y

>
"Ben described the 1ocat1on h'e “had p1cked out. He listed

its good-points. Hé even put in a chart, It showed that
when his net profit reached a certain level, he wauld move

td a bigger'shop and build a store/display area.

Ben wrote a good sectLpn -ahout "ornamental security."
He stressed why the need fo% decorative fences, gates, andv'
window- grates was going to grow. He put in some bluepr1nts
of jobs he waf proud of. Ben said he hoped to do about' .
$30,000 worth of business his f1rst year.

o .

Then Ben wrote his,statemencnof financial need. It
showed how much money he had to-invest. It showed how much
Ben thought he would have to pay in expenses for the first
six months., He showed the difference between the total
expenses and the total momey on hand. That was how much

Ben had to borrow to start his business. 7

-

*Ben took the business description and Btatement of
financial need to his bank. He had no trouble getting a
$2,000 business loan from'the bank. The loan officer said
she liked Ben's buginess.idea, In fact, she said she.

"thought she could Use one of Ben's fences around her- own

home.

And It’would help him get a Ioan from the ’

t

( 4

L.
-
«
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Getting Money to. Start °

‘ Business Description

. "
Writing a business description takes time, But it is good to’have
’ because it forces you to be clear about what your business will be' like.
It makes you think through some hard questlons before you start. "What

haxka

‘competition? How much money can T expect ,to make’" It also helps

'ir-

'other% decide whether to put-their own money o the line. The bank loan
. officer felt fine about lending Ben $2,000 when she saw Ben's plan in
2 s or * ’

&

writing.

-

L s " .
.

Your business deécriﬁtion shouid include: ~

e the type of your bu31néss and its _name;

'v \\ ] the products or-services you will prov1de, o ’
o the business-location and why you chose it; I
e - who your customers will be and how manf you might serve;
“ e who your coﬁpetition will be; .
: e your plan for competing: uniqué services, your busine§% image,
N etc, and ' o \

e your plan for running the busipess. -

C \?} ' . : ‘

Statement of Financial Need
> ’ 4.( v ~ r. » k3
A ' Yoﬁ will then attach your statement of financial need: It shows the
° &
lender how much you\want to borrow: And it also shows whether you are a
good judge of costs and earnings for a new business. :
- . o - - P " '1‘:;\. >~
el 4
S Ben s statement of f1nanc1a1 need is shown on’ the next page.
% > Py * .
. -~ ‘ [ B B
~ - <} ' - - . .
- ! *
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o ! v * - % s )
- - . . ; , . .
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H
STATEMENT OF FINANCIAL NEED
, . . L
. Expenses "' . Money on Hand

{(for first six months) , JR
[T 4 ' N
Salaries $ 0 Owner's Cash on Hand  $7,000
Building & Property TOTAL MONEY ON HAND $ ,

T ($350/mo) © 2100 ‘ : .

. , ) -
Repairs & Remodeling 400 TOTAL EXPENSES $
Equipment & Furniture 1700 'TOTAL MONEY ON HAND
Materials ) TOTAL BUSINESS‘LOégqU,,

($300 /mo) , 1800 ‘ NEEDED $ ¢ .
Advertising _

($500/mo) 3000 . .. '

e, . . -7 .

/ e . o

TOTAL EXPENSES : ] N
(for first six mgﬁths) 08

. . . , S ’
Ben decided it would take at least six months to get well known enough*

to get his byginess going. He counted on satisfied customers, plus a lot
‘ { -

]

of advertising, to spread the word.

. .,
The location Ben wanted was in good shape. So he didn't put din much

. money' for repairs.» His rent, supplies, and advertiging would be his big-

e

gest regular expenses. , g R

-~ ! ’ 't:,_: - 4
1 4 . - ’
aﬁ_ The cost of the equipment and furniture he needed to get started'was
high. This was a one~time cost,- however.
- C, »
=R . Like other people who start their own businesses, Ben learned a lot

about financing,a business by first working for someone-else.

.
-
.

27
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' Summary A ’ ) o .
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. Before you start a business you must have a .plan,for .wh\at you will ‘ '
. i ~ .
.offer and how you will compete. 'A'business description puts your plan in )

writi'pg and ' helps you get money to start. You also need a statement of

N .

financial need. It shows your total expenses of getting started, your L
. ~
total ‘money on handp and the total business loan needed. . ’
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~Individual Activities

. d -

-~ e

1. List the-advantages and disadvantages of borrowing money from friends

to start a welding business. o

F

. - '
List three things thgt a business description for a welding business

should include. :
.-g?b ! . \ ©

P .

Look at Ben's statement of financial need. Fill in the Total
. .

Expenses, Total Money on Hand, and Total Business Loan Needed.

What are the four main areas.in which Ben will have to spend money to
start his business? 1In which areas will his costs go down after he

gets-his business going? Why? -

Disgussion Questions

+
Why is it important to write a business descriptiolf and a statement
of financial need for a new business even if you d¢ not plan to ask

for a loan? . i

!

o .
. R &
‘ 4

Which part of your busihess‘description would Probably Qé;thé longest
&1 .
for a new welding business? Would it be the pro or servicds you .
will provide, the business location, or your competifién?' Explain

your answer. L]

s N R

-

Y

Discuss different ways to.get a business loan for a welding business

and the advantages and disédvantages of each.




;‘EK

Group Activity . . .

-

-

In groups of three to five students, write a business description for

. .

a.new welding business, Assume there is an owner who will hire two other - -
welders. In your description include: R -
] '.products and services to be offered; '. '
. p}anéed business location? .

e existing competition and expected share of ®he market;
4 »

- e plans for competing successfully; and .

° types of custgmers you hope to attract.




»
)

Being in Charge

)

To help’'you learn about managing work and people
in a welding business.\ ] '

.
.
[y

. -1
Objective,'l: Decide how to divide the work of
va welding business among several people.

Objective 2: Pick the best person for a specific
job in your welding-business. . ,

Objective 3: Describe one kind of training you
might give your employees,

L l{lC
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- . BEN HIRES.,EMPI:OYEI‘KS
5 . S .
1 ‘ N " . -

When Ben opened his welding shop, he was working alone.
But-it'was hard#to get everything done. He needed help so
he could do the kinds of jobs he liked best. "Aneé I want a
prd to handle the’books,"'Ben said. "My math is good when
it comes to welding. ‘I'Ll get someone else to count my
money ." . . . " ‘

Ben hired a bookkeeper soon after he started. Migldel
Diego took over his bookkeeping.’ Ben calls him "Mike."
Mike worked in a bank for five years. 'Then he weat into'
business for himgelf He does” the books far a number of
small businesses like Ben's.

A P
(]

Ben hired Carl after.six months of husiness.

ﬁé and
Carl had worked together before. In Year 2, Ben decided he
could hire still andther welder besides Carl. He knew

three or four other good people who needed a 'job. How
should he decide? - - ] -

Aboug that time,. Jamey Barnes showed up. Jamey was
taking a vocational education course in high school. He
loved the weyd1ng part. But he did not get much time to
weld in’ clase. !

\he asked Ben if he could get some on-the-job training
in Ben's shop. '"You bet!" Ben told him. Ben enjoyed
training Jamey. He wQuld work through a whole job and have
Jamey watch. .

Ben- exp1a1n§e each Jzep Jamey asked questions. Then
Jamgy/trled it, and Ben watched. Jamey wotked hard and
learned fast., When he.got out of school, Ben hired him to-

.work full-time. . ) .

[ . * * 2 ’

Now Carl and Jamey ¥o all the welding. They make the
fencing and gate materials. They do, the welding for .special
‘building jobs. They also do repair work. Bgn supervises
their work.

Ben sees himself as the owner-foreman for 'the business.
He takes phone calls and makes appointments. He pays the

bills. Heé talks to customers who come <in. He makes esti-
. mates of how much a job will cost. ’
' ~
. /
v - L ]
- e . '
33 .
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Dividing the Work

bl

]

Many different kinds of work need to gét done in a welding business.

If thre owner of the welding business works alone, he or she must do all . 0

~— Ny -y - :
these tasks. If the owner hires people to work for him or her, they can

help injfhese tasks. But it.iécstill the owner's job to decide who does - .
what,

»

N .

Most owners of welding bu31nesses do/yeldxng themselves. But tﬂéy g
also have to run the business. Ihey mbséﬁdeal with customers and sup-

p11ers. They'must train and supe;vxse employeegg

~

7/

hd - W . -

One of the most 1mportant parts of the owner's Job is .to take in ‘
money for work done hnd to pay the bills. Ben felt this parq of the job
was'too important to handle.by himself. Yet he d{;.not need a ful¥-time
"bookkeeper. | ’ .
. s * . )
8 ' .

Paying for Services .

- * - . ’

.Like many small business owners, Ben contragted out his bookﬁeeping

“ . . . »
to an independent ‘agent. Miguel Diego. works Ben and other clients. .0
. .

He sells a service that they need: "bookkeeping and ﬁinan"

Ben pays to have someonevhqlp him with his books.

bl Y
. s . <

N ~

. . -~ R
Ben also™ays a lot of attention to the money coming in and going out
himself. He trusts Mike and knows Mike will d? a good Job for im. But

Ben knows that it is his own responsibility to keep his bu31ness from | .

going into. debt : ' ‘ - ' -

'S
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' like bookkeeping, help the ow

-worked out a ﬁﬁw rules’so they sould not get in each other's way. 9 ){

A small business owner may pay "for many services. -Some services,
etQHandle money and make decisions about
’

money. The owner may decide; pay for other serV1ces, like custod1al

service or a phone-answegigé ervice. These services help get'the.day—

4

to-day work of the businege done. -

Hiring Employees . . ' y
= | . 2

. -«

Y

The time of most we1d1ng bd§1ness owners is split between selling ser-’

vices and managing the bus1ness. Workers are usually h1red to do welding.
»
2 . " N

+

At the end of six months,.Bep had enough business that he needed an
employee. He decided to hire someone to &o'welding_foll—time. Then he
could divide his time equally between custom welding and managing the

business.

~

»

. .
-

Suiervieing and Training Employees g o i‘

. . ‘¢ N ) . L~

~ °

Now Ben's job is more comelex. He is a boss. He must oversee the
work of two’employees. Ben's idea of supervising is to be there when his

employeesgneed h1m He.does ‘not watch every step. But he does check the.

finished product to see if 1t is sound. - v

L . "
Ben,uses the same approach for checking an employee's 'hours. There

L3

“is neither a clock to punch nor~t1me sheets. Ben trusts his employees to
put in a full week of work every week. Since they are out in the field

on some jooe, he does not keep close tabs on them. He treats them the

way he likes to be treated. That is, he ‘gives them a lot to do and he

éxpects sthem to do it well. L . . ; !

kA

Carl came to Ben as a fully skilled weldef. So traiming was not a

big concern. All Ben had to do was show Carl where he kept things. They

»
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gen knew what he was looking for in an employee. He already had Carl.

- Jamey was not highly skilled. §o’éen spent’more’t#me training him.’

,
s

Qelding depends\on knowing about metﬁls and how they combine. It also

takes a great deal of practice to build upskill in_dz ing,sound joints.

) ’ o ¢ b ’ . . :‘

, . T, i ’

Ben trained Jamey well, He wemnt back and forth between exp1a1n1ng

How to weld and g1v1ng Jamey practice: When Jamey showed he,understood -

and could do the job, Pen gave him blgger jobs.. .~
e ¢ e . . ©

. s
/’ )
. s -

- . . .

What*to Look for in Hiring e, S w s

Y « v . ‘
N
- .
- . * .

Ben liked Jamey. But that was not a good €nough reason to hire him,

So 'h¢ did nog have to hire somedne who' was fully skilled. Buf he did

want someone who would learn fast and well.
v N ” N /.

N ’ . *

" For hls second asslstant welder, Ben wanted someone whq/had

e some expeglence in welding from a hlgh/échool vocat10na1 educa-

tlon‘ program or from on-theﬁ_]ob training; ’ : - .
- o good skills in math; v ) R .

e a good grasp of welding-~-that is,_kﬂow}ng abqut Heat and' metals
and how they combfne; . 4.

. . Y < 2

® willingness to learn on' the jopy~ and

e the qua11t1es of being honest, hard worklng; gfd easy to get

along w1th

. R -

' g A * 1

" Summary - .« , Y

Welding business owners need b define all the important. jobs ‘that

must get done in their business. They must decide which jobs to do them- T

selves, yhich ones Lo contract out, and which ones to hire employees to .

do. Before hiring an employee, you should decide. what personaf qnalities

and skills the persop needs to do\the Job As a boss, you must also pro-

v1deftraln1ng to h/ip each employee do the best poss1b1e job.,

.
- .
) ] “
N R . .
4
. .
N B




Individual Activitigs

-

s

l. You want to cortract for the services of a bookkeeper for your welding’
business. Another business owner recommends Lee Woods, who:
4 N - Vs \
, N . &
. S
1s good looking;

4; neat and orderl&;

plays great tennls, »
throws wonderful partles,

is good at arlthmetlc,

is polite and pleasant;.

is thorough and careful;-and

has a wild sense of humor.

. - » . 5 <
You decide to hire Lee Woods to do your boékkeqp@ng. Check the four
_ qualities above -you should base your decision on, and explain‘why:

/ e . 3

2. List two possible beneflts Ben got from hiring Carl to assist him /

-with welding, and two possible problems. B ’
1 3

3. Jose Og;egaﬂfinds that small repair jobs are taking up too much of

-

his time. He cannot do much construction welding, which pays moﬁEl

a0
0y

.List two ways he could solve this problem. . “

~
~

4. Jose's brother Manuel would like to do repair jobs. But he has only

taken one helding course so far. Llst two ways Manuel could get $

training and také over this work for Jose.

-
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5. Belinda Gray is a skilled welder who has gotten hai;’d‘ of hearing in

the past few years. "Which of the following jobs shoulfld Ben have her
* do if he hires her? . ) " - . ’
°a. Take ctistomers' orders . : . L : -
_ b, Draw bluepripts ’ . l - "\,. ' Q
e, Repai.r equipment ‘ - ; o i’
____d. Angwer phone} ' ) - . .
) __ Y Construct fencing . . -t - 1
; o L \
Discussion Questions , . o :
. \ . o \
- 1. Ben hired Jamey without doing a search for anNther peogle who \1ght
//\ have wanted thquob Discuss the advantages and disadvantages of ' ‘
this approach." . ? ’ -
2. _You and your partners run a welding business and have three employees
€all male). You want to.hire a person to draw bluept\'ints and run a
welding machine that takes a patient, steady, but lig:ht touch. Sandra o
. Williams and John Olson are the top choices. Both are highly skilled, ‘
1good people, though John has a bit more experience., One of your - .
welders «i§@s heard saying a weldlng shop is no place for a woman. .
- a. DiBcuss the advantages and dlsadvantages of h1r1ng each person.
. b. Discuss how you might handle problems with other employees if you
X * $ decide to hire Sandra. . .
. - e
C, -
*"” 3. Mr. Jones owns Baylor Weldq.ng and retired lat year. He asked his
) top welder, Jim ‘Jones, ‘to take over as foreman. But neither Jim nor .
the other men,seem happy, and bixsiness has gone down. Come up with a
list of two ideas of what the problem might be, a.nd two things _ -
) Mr. Jones cL6u1d do to help. e . o
[ ]
. o \ . v B .
- . \
- , oo ) -
. o .
. : .38 - o
R - : ~ ,
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Group Activity

. S
‘ ) ’
-
; .

+

. e Ben has decided to_hirg énother welder, for these reasons..
. = a. Neither Carlk nor Jamey likes dealing with custpmers, and some-
‘ - times there is more direct pustomewntact thein Ben can hf'mdle.
> . - b. Carl, who does every type of welding work, wants to cut his time
,. to four days a week. o ’ .
- \ c. Jamey is sometiggs late to appointments in the field, so instal-
) ling work has suffered. - -

~

Working in groups, write a job description for the welder Ben needs. g

List the-work thls person will do. Also list fhe skills, education, ot

4 -
experience needed to do the work. . . =

!

2
-

-




Goal: To ,help you learn how to keep track of'the work of a

‘welding business. :
- .
Objective 1! On a work order form, list what
needs to be’'done for one of your customers.
)Y ~

3

Objective 2: Plan a work schedule for yourself or
an egployee.

’ . ..

»
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BEN GETS ORGANIZED . S

. R .
)
> B . - .
' \ S . N . .
5 " e
% : .
\ ) .
.
\ t
’

S 417 Ben has just agreed to do a ‘job. He will make and
. P ,install a fence around Mr. and Mrs. Krakow's pool in Crest
. Heights, - i
e e Before th1s, Ben had dohe some planning. First he
~ ' talked to the Krakows about what they needed. He asked
s . about the size of the pool. ;
s 4 &y ~ * ‘

Ben went to the house to take measurements. He also
wanted to see what style the building was,~ He formed a
. - p?cture in his mind of a good fence Fesi n.
R " Ben wrote out an estimate of the job for .the Krakows to
- '~ see. It stated that for about $950, West Coast Welding
5 '“*mhwwyould make and install fencing around the pool

i . »
<

“
-~ e
‘

The Krakows eccepted Ben's estimate. Then 'he filled
. .out a work order. It spelled out what the job was and who

S was to be billeds Ben checked with' his welders. Carl was
busy bnildifg.a l4-foot gate.
N + making the fence. .

\Jamey filled in his name’ and the date on the work order.
When Jamey finished making the’ fence, he wrote the number
of hours he' spent on fhp job. "When do they want it
1nsta11ed Ben?" Jamey asked.

Ben called the Krakows. He said he ard Jamey could
complete the job in one day, ''Monday's the earliest I can
<1 .do 1t," Ben said, - e S :
'They agreed. Ben tacked thé.work order back on the
‘ shop bulletin'board. "Jamey, wé 11 spend Monday on the .
Krakow job," he said. "Try and get your other jobs done:by

A then. Don t take- on any more work until Tuesday.” Ben

. | made a note in his appointment bodk that Monday he would be
LA ] "_out all day on the KrakgWw. job, He was glad- Cart would be
o £ we1d1ng that ‘day™and could get the phone. "I'don't want to
“ . M lose any_bu31ness'" '

fo Ben gave Jamey the job .of

ts

~Y
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Planning a Job ) ) -

1 4 . . .

L]

When a job 11ke the KrSROWS‘ camg in, Ben’ spent qu1te a bit of t1me
planning. Before going to the job site,  he would help the customers
. ‘“. . . =
4 think through what they wanted. He would exp1a1n costs and try to make a

rough estimate based on what size job they had.
8 v

_Ben had learned not to waste time estimating a jeb if the buyers had

‘not thought about it enough. He knew the codt would scare off some
peéple. ;

» L}
1 . °

3 J
. Ben made an;- est1mate5for the customer's sake and for his sake too.

He found’ that most people did not know haw much work it took to make and

¥

install top-grade fencing. When they saw it spelled out in black and
white, they had more respect for the job. : A

1

’ .

s
-

. , There was often some room to bargair, like using a lighter grade of,

N . steel If ‘the customér accepted Ben's estlmate within 20 days; he agreed

o "to do -the job at that price. - . -

e > : .
v ' Why 20 days? Ben'kniw that the cost of mgterials could go up sharply

at any time. Se he reserved the right to raise his price if people took

/?. longer than that to make up their minds.

Q . ~

Ben also asked customers to sign the estimate. Tiis showed that they

ﬂagreed to pay half the total amount down (that is, before Ben started the

A}

oo joh) and the other half on compiétion of the work,

A
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. Here is the work orde¥ for the Krakows' job.

PN . ' -

LAY <, —
f

o

The Work Order ) -

- -

. -

T

WORK ORDER ' .
FROM: West Coast Welding - DATE: . " April 7 R .
1318 DeSoto WORK ORDER NUMBER: 00073
- Rocky Heights, ., ORDER TAKEN BY: Ben
JOB FOR:  Emil Krakow ) ! .
o 15700 Acorn Dr. START WORK ON: April 9
9 P o
- Crest HeighE,s TERMS OF PAYMENT: 507% down, 507 om
completion
Person B § -
Doing Work Description of Work ' Materials | Labor | Total Cost
Jamey - Make and install 160 feet- 333 100 | '500} OO 833 100
of custom fence (10 hours
labor for construction; . .
) 10-hours labor for .
. installation) .
WORK STARTED: _ April ¢, 9:30 TOTAL MATERIALS 333 | 00
WORK FINISHED: _April 14, 5:00 *  TOTAL LABOR. . 500 |00
© 7, - TAX (5%): - '~ 16 165
' ’ ' . TOTAL COST - . - $849 | 65
. a r P«
bl % “

.
)
{ VI .

-

It shows the total amount of Jamey's labor, both to make and heilp install
-the fence. It shows the-total cost of the materials used in‘méking the
fence. The actuial cqst was, less than the estimgte because Ben got a dis~

count on some materials.

\

Ben tried to keep his price estlmates reasonable. He didn't want to
"scare away" customers. However, Ben always added .a- little extra to his
estimate to allow for unexpected expenses., ﬁis customers agreed to pay a

' “certain prlce for a JOb If his actual expens;s were more than his esti~

‘ mate, he was in trouble. Either. he d lost mone§‘\r he'd have to try to

get the customer to pay.the pr1ce-wh1ch wasn t always possible,

s
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Scheduling Work ) v n

P

If you have many employees and they .work together .on ;Ehe jobs,
scheduling is very important. Even in a small business like Ben's, he

must keep track of many jobs going on at once.

-

The work order is Ben's main way of scheduling his employees' work.

- All the work orders for work ip progress are on the shop bulletin board.

If an eﬁployee is handling a jeb himself, Ben expeets him to work out his

own schedule. . ) ) ; ' v

o M J o~

Ben askg Carl and Jamey to, let him know when they will be out of the

shop. He keeps their day—to—day schedules in his nemory
. .

-
- > -

Ben found that he needed an appointment book for himseff when he
started West Coast Welding He uses the bulletin board, his’ appo1ntment
book, and his knowledge of where Jamey and Carl are to keep the wor

organized.

$

Monday was an easy day for Ben to schedule. Tuesday -was something

1

else again. Here is'h¢w Ben's appointment book looked for Tuesday.

v . roL N : . X ! !
. .

Tuesday, April 8 T B G,

o
[

8:00 Cféstv1ew Condom1n1um-- , 1:00 Check job for Carters
: make estimate - Trucking--steel support
- ‘ . frame \ .
9:00 ' See Bayview Steel Supply ’ . T
about overcharge 2:00 Mr. Brown hezre-<
< . ' . possible window grates
10:00 Install sliding gate for.
"t driveway at 1137 Newport 3:00 Mike Diego hete--books
: T.A. Hills . .
. s 4:00 Work with Jamey on
11:00 . " . <l . Kanedy driveway gate
12:00 ‘ . 5:00 " |
o / >/Q//
v ‘ /\/‘/// ) - )
A o4 : x




of schedule is common for a weldingjbusinefs‘owner. It
many kinds of people he or she may see in a day: suppliers;
gmployees; and past, present, and'future cugtomers. It shows the dif-
ferent kinds of jobs the ‘owner must do: making estimates; paying for
/# materials; installing and checking work; discussing work; keepiﬁg the

books; and even--once in a while--some welding.

Summary \\\ .

-~

e .

To deliver good products and serviees at a fair price, a welding busi- °
. . ness owher must plan work Well. A work order spells out the total labor
and matefials neéded to do each jbb. When there are several gmployees,
the work orders can also be ysed to ;ssign work, A written schedule helps
you keep‘tracg of your own time. If you work with others, you‘ﬁay also

need to share information about each pe}son's daily schedule. .

-t
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- ‘Learning Activities - - -
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Individual Activities .
ey £ t N
» .
. N - 1 .
1. List two reasons,for making written estimates of welding jobs.
. , ‘ . -
2. List three kinds of information contained on tHe work order.
3. List:two reasons why Ben may want_Xistomers to pay half of the total

. S 'y . - -
payment for a job in advance,,

-

- 1 : — -~
Ve . -
Mr. Tom Carson accepted Ben's estimate for making and inétalling a
.
two-panel, 8'7" standard height ‘gate across his driveway. Each panel

will take $100 'worth of materials and five hours of Jamey Barnes'

time (at $25/hour) to make.('ﬁamey.wirl spend anothgf five hours.~

instafling both panels. Compleie the work order on the next page by

writing in the cost of labor ang material, 5% tax, and the total cost.

*
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.5 - ’
.o _ WORK ORDER
FROM: . DATE: -
’ ] WORK ORDER NUMBER: h ) _
L . : ORDER TAKEN BY:

JOB FOR: ) ) ‘ i

1 ) START WORK ON:
1 o B TERMS OF PAVMENT: _\

Person : ’ -0

Doihg Work Description of Work Materials “| Labog Total Cost
) ) o T 1
' /
e ' — .
& .
o ] .

WORK STARTED: - ' , TOTAL MATERIALS s

WORK -FINISHED: : ' . TOTAL LABOR ’ |
’ TAX _ ,

) TOTAL COST ® o e
Discussion Questions . '
. . : ' , oY

1. Discuss the strong 5hd’weak points of Ben's way of scheduling work

for himself and his employees. . )

~

. L

2, Ben enjoys welding. But since he opened his own welding business, he b
spends less time welding than he used to. Does this mean something's

‘ wrong with the business? Why or why not? \ '

’
»

Y
3. Discuss which parts of Ben's job you think you would enjoy and whigh
you would not. How coula\gou divide the work or organize your time
N 1,

in a different way to avéid tasks you do not’like? 3
-~ *
? [] £ v

2N + ¢
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Group Activity .
In small groups of two oXethree students ch, make a daily schedule
’. | . ) 3 .
for Ben Miller to cover the.f{ve tasks listed below. | (Time estimates for
’ : N L .\
each task are shown. Note: Ben does not charge for his driving time.)
Fit them all in between 9:00 - 12:00 and 1:00 - 5:00 today. Put the most
important tasks first. Save the less important tasks until last. That
way, Ben can change them if he has to.
Tasks Time
1.7 Make es;imate for 10' Drivipg time 1 hour
driveway gate - . Time to estimate 30 min.
2. Make estimate for 900' Driving time 15 min. _
fence around condominium Time to estimate 45 min.
3. Pick up fence posts for g -
: installation job tomorrow 30 min,
-~ h [ !
3&. Repair trailer door . 2 hours
5. Finish'welding and painting ‘ /
fence for installation job 4 .
tomorrow 2 hours
. N
: \ _ \ ‘ . &
' o
- "‘\ ’ "
ol
- 2
- , / » .
o~ .
50 . 4;3 ‘€
. . ! 5 ’
. ’, . 3
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Setting Prices

Goal: To help you decide how to set prices for a welding
business. - ' ‘ ¢

Objective 1: Pick the best price for one &f the-.’
services or products of a welding business.

-

° »




BEN'S .PRYCES GO UP.

’

" One morning Ben saw in the paper that the steel strlke'
had ‘ended. Jhe steel workersiwere to get a pay increase,
"That means higher pr1ces ‘for" my materials,”" he thought.
Ben made a note to raise the pnjce of-his fencing. Ben
. considered raising the price of Bis labor, too. -
Ben's operating expenses were 301ng up. Jamey Barnes |

. had worked there one year. So Ben gave him a raise to
" : ' $9.50 an hour. His shop rent-was going up from $350 td
$375 a month. And the utility com pany Was planning to 2

raise electricity rates by 3%. %’
‘ 3 . . . . d ’
¢ Rajsing his prices was 6ne way that Bén could deal ¢
) with rising costs. He was always looking for ways to cut
expenses, too. ' Last month he replaced the lights in his

office with ertr’gy-sav:.ng fluorescents. Each month this
woulﬂ save h1m a 11tt1e on his eleﬁtrlc bill.

L) \

‘ . When Beg;l got to the shop that morning, he found a mes-
* sage f;om tk% contractor of the new Crestview Condominium .
‘K ¢ tQ pUE

N {

complex. The nqtet;ald Bqn should | go ahead with the plam”®

5

%n fences and ‘gate’ around the complex.

4

Theaiondo job called fo%%xhe ba51c type fence, whlch

.had peen priced-at §16 ‘00 a;?Bot.

Ben decided to raise it

to $16.50' a foét*' He® called the contractor on the phone.

""Sorry, I'made your e§t1ﬁat%»0¥ér qvmonth ago. The price

‘|- * will be at least. 3% 1gher fow." 4They ‘talked some more.
. At last the contradfor' gave ?ﬁ. "1'T']l .come down and sign

. g g

‘ - the new ‘estimate tomorrdw," he‘sa1¢ , .
3 . ‘e . o ‘. S * : £
Q : /“ 14 "
v . J X 7 '40
172 . - X ¢
\ Q . ISER
0 SR S
. . . a2 . ~ ;
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‘ {u %.‘ -
53. . ’
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X . Setting Prices

' .

Setting prices was an important part of Ben's job as a’welding busi-
ness owner. If his prlces were too high, he would lose customers. If

n *
hi% prices were too low, he d have trouble making .a profit. °

- ]
Beh'charged two kinds of prices—jmaterials and labor prices and flat
rates, On‘special welding jobs, Ben charged for materials and 'labor.

. "Materials" covered the metqf, paint, and other ‘supplies he needed for a
job. Bén charged his custoders the same price for materials that his
suppliers ch;uged him. ["Labor" covered wages, other operating expenses
of the business, and profit. Ben had to raise the hourly cost for labor

periodically to cover increases in his operatlng expenses. AC’%resent,

- his r&t*@s $25/hour. ‘ ‘ -~ .
R ' | -

or
-

" On standard fencing JObS, Ben charged customers a flat rate for each
- foot of fence he mide. In the rest of this unit, we will be dlscus31ng

this;kind of pricing.
. 2

-

Costs, Expenses, and Profits .

” -

qj\\\\ . The new selling price for'Ben s basic type fenclng is $16.50 per
foot. This is 50 cents, or about 3% higher than before. How did.Ben

.

decide on this price?

A
N e price of Ben's fencing is Qased’éﬁbthree factors: the cost of

‘goods sold, Ben's operating expenses, and his expected profit. .

. The cost of goods sold refers to the cost of materials that Ben needs

. in order to make a fence, such as metal and”palnt. For one foot of basic

4

A ¢

¢

¢




By -

.type fence, the supplies now coét about $6.40, or 40% of the se111ng

te
N
i

.

4

’ price. If steel prices rlse Beq.must pay fore for his supp11es

. ’ &

Ben's operating expenses are all the costs of runn1ng the business. ,

Operatlng expenses include salaries, rent, ut111t1eﬁ, advertlslng, trans- .

» portation costs, repa1r and deprec1at10n of equipment, and interest on

o -

oan. Deprec1at10n is the amount that his equipment reduces in value
each ygar due to wear and tear. Wages for labor are Ben's highest oper-
e xpense. That's because it t&kes time to do welding jobs, espe-
lto make new products, a n did. Operating expenses make up

n K about 40% of the selling price of one foot(of Ben's basic fence.

. . \
’ ]

~

The rest of the selling pr1ce is called Eroflt For all ‘the products
and services Ben sells, °f1gured together, he expects about 20% of his
revenues to go for profit. If expenses increase more than revenues the
amoun? of profit may be.less. Does Ben's profit percentage seem high?
Not if you think about all the things Ben must pay for with his profit. (

o ). . :
Some of it is to pay his salary and income taxes. And the rest he uses
. N .

‘ to improve his business. : Q : \
. . . ) ,

N Ben's profit varles a bit from job to JOb * On large jobs, he gefs a
- bigger percentage, as profit. ( Why? Because, for example, he can often
buy materials more cheaply if he orders’a large supply at one timg. The

- -~

time spent to plan and estimate a job is also a smaller percentage of the

'~

. ’ total cost for‘a big job‘th<&iit.i§'for several small jobs.

LT

& ~

~

L

Other Factors That Affect Pricegﬁ .

A .
. . N
= M - -
. o f
. »
/ .

Ben charged a high price for maklng and installing his fences But

he felt it was a fair price. First of all, he knew he had 7&ft1e compe- ;

~tition. "No one else in this area makes 2 fence this solid’ and then welds ,

and céments it into place,' he thought. -
Second, there 'was a growing demand for his products and services. In
his specialty area he served mostly well-to-do customers. They were

R 7 N
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willing to pay a good deal for both the safety and the 5E§Lty that Bezlg
_products added to their property. T ‘
. » “ 4 '
ngand might go down for -some reason.. Or a comgpeting welding busi-
ne§s‘might'open nearsy. Then Ben @ould haveatoltaké these things into
account in pricing his products and services.

4

:

Summary , ) {

kY
.

The sellin% price of a product or service offered by a weldimg busi~

ness is made up of three parts: the cost of materials, operating

expenses, and profit. Demand and competition also affect how much you -
can charge. -
v 3
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. Learning Activities
4 ’ > * -
- M
Individual Activities c, , -
A . . ? ~ \
Ay ‘ 7
L. List three factors Ben_ M111er must take into account in pricing his
, . we1d1ng jobs. . L ) T
2. The pr1ce of paint and iron and steel has gone up by 10% since last
year. John Washlngtoﬂ decides he must e1ther raise hls'praces or. cut
! his own salary and his assistant's hours to avoid going 1nto debt
’ - List one problem that will result from doing each of these things.
c -
¢ - 3. You can buy a standard metal shop cabinet and have it installed for'

2 . .
\$55,0Q if you go to"Scrubb Welding. John Washington charges $49.50
' for the same job. Ljist three factors that might explain the differ-

. ence in price. N . ; ‘
. / - '

.
) A
» . - *

.

4. 1If Ben's hourlyklabor charge is $25/hour and about 20% of this-goes

. to profit, how much profit does he make per employee per hour?

. “

. , . -, <

Discussion Questions

L

-~ -
‘ N

e >

: : ~
) -1, A—weldlng buginess with employees has to take into dccount some fac-

tors in setting prices that a weldlng busineds owner worklng alone

@,

does not. Discuss such ﬁactors. ’ " .
¥ ' ’ o .

' .
.

\J, 2., Three months have passed since Ben's shop made and 1nstalled a fence

for Mr. and Mrs. Jordan for $3,000. Now Mr. Kowalski wants the sare

. . /' « ) T
CRic . e Lo T B :
;fﬁﬂmwmﬂér A e T ' \ ‘
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job for his home. Of the three choices below, w&é{ is the best price

t
£
f
{
i

i t

" for Ben.to charge, and why9

~5 A
(a) §3,000° . R . A

* (b)) $3,090 2 S | ’ \ o
U (o) $3,150 .o ) o .

.

3. "Ben would save money by Yot making an estimate for each JOb "because

he would not have to spend time trave11ng to the site and making the

. estlmate Discuss what is'wrong with this statement.

» »

.
4 - . B -

Group- Activity ,

: .
<, - Lo ' . .
v
A ~

John Washington runs a welding equipment supply shop in a large city

located near Ben Miller's area. He sells weldﬁng equipment ‘and raw

) materlals to Weldlng busznesses throughout the area. He’ 1s thlnklng

about se111ng ready—to—xnstail ornamental iron fenc1ng. Washlngton L .

l

Welding Supply has ‘a high volume of business. It buys its materials and
equipment in quangity. R . : -

As a group, discuss the following:

-

1. How would fencing prices from Washington be 11ke1y to compare to

‘Ken Miller's prices? '« 8t . )
Ky
2" Discuss how Washington Weldrng would“differ from Ben Miller's

v

welding bus’ness in each of the factors that affect fhe price of

fencing materials.
! AN

3.+ If Washington Welding sells regular grade fence at $20 per. fooﬁ
how much should Ben Miller charge to compete: SIS, SZOr or 9259

e
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Advertising and Selling. . . '
- ) ! A * - . ' “\ "
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.

. . : .
: T - ¥ ’
Goal: "Tg help you learn ways to advertise and sell the ’ o
-services or products of a welding business. :
- ! = . .

- Objécfive 1: Pick one way to advertise a welding

.

business. J ‘ . .
= * " - ' < »
. Objective 2: Design a printed ad for a welding
_ businesds. .
: Objective 3: Descripe one way ' to sell the , ’ .
products of .a welding business. " o
. .
. ; ' N v . '
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HOW BEN MILLER ADVERTISES

LY .

A . i o

Yes;gfgay Ben finished installing the 1ast section of
fence £ he Crestview job. Then he had lynch with his

old friend Will. Will had watched Ben's business start and
grow. Will thought Ben. could make a fortune if more, people
knew what he had to offer. . ) -

“"You've got a great thing’going here, Ben. , But.you need
to advertise more,” Will argued. When Bén.came back to the
shop, he was stlllgth}nklng about what Wlkl had sald "1
think word of mouth and good serv1ce are the best ways to
advertise," he thought . "And my new Yellow Pages ad W111a .
be out soon." . . - :
. ) N .

Ben also had a card that che.could hand out. If showed
the name, address, and phone number.of h1s bus1ness The
border was a sample de31gn for one ‘of his fences. ,-Ben °
decided he should advertise more. He called Will, "Could“
you help me design an ad for the newspaper?" Will said he d
be glad to help .. \

Just then a man and woman came 1nto the shop. '"Hello,
we're Mr. and M}s.-Serbln " the man said. He said some
friepds had told ‘them about West Coagt Welding. '"We just
moved here," Mrs. Serbin explained, "Our home is full of
ant1ques. They are insured, but we don't want to take'a
* chance,' ) _ , ’

- + Ben sat down and talked w1th the couple about the lay-
.out of their new home, He said that a fence and locked
gates would keep out most burglars. "But I'l1 be honest.

They're not foolproof," he added. 'How about window
grates?",Beg'éuggésted " "I.can build and install those for
you, too." ‘Ben also suggested a burglar alarm system. I

don't handle alarms, but I can give you the name of someone
good who does,"* o - .

' Then. they téiﬁéa about prices. Ben explained the cost
of each product the Serbins would need. He .told them about ,
each step 1n,mak1ng and’ installing the fences, gates, and
window grates. Mr. .and Mrs, Serbin said they would think
it ovep.and call Ben. A few hours later, Mrs. Serb1n was
on the phone.. "We want’you to-do the job, Mr. Miller," she
said. "When~qan you come and g1Ve us an estimate?"

A
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Advertising and‘Selling .

~ - . N

Advertlslqngethods 7. B -

B = < ,

1

. - [ N s

Even if a small welding business does not have much competition, it
pays to advertlse. “Otherwise, many people w111 not know what’ services’
and products you offer. ‘

There are many good ways to advertise a welding bu31ness. These are

the ways that Ben Miller uses.

&

.
Word of mouth.

People who have used Ben's services can tell other

- people about Ben's business.

If they are happy with Ben and like the

Ydrk.hé’did, they will tell others. This is how the Serbins found out

about «Ben's business.
A business card, Your bus1ness card' is a good way to tell people

1

about your bu81ness. You can ,have a large number of cards printed at a

fairly low price. Then you gan hand»a*card to each customer, supp11er,

cia*

and other people whom.ynu.meet‘

i -
9

Ben's card tells just the most importaﬁc facts about hés business.

The border is important too., It is a p1cture that reminds people what

" kinds of products Ben sells. -

DY

The Yellow Pagés. People who are looking for wéldihg services may
. - H :

turn to the Yellow Pagesiin the phone book.

<

léqﬁing of your business name and phone number under J"Welldi.ng." L

¢
&

* A'boxed ad in the Yellow Pages is more expensivé. But it helps

readers see whafkis special about your welding business. Ben Miller
* '. N ; . . !
always puts an ad in the Yellow Pages for his business. -
.) . R R i
1 .. 62 ( v
[}
“7 » - - ’ 58
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You should have a one-line
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’ ‘. .

Newspaper ads. 'Ads(in the local paper reach 1argé numbers of people

at a fairly low cost, Newspaper’ ads are a good way to build up new busgi-

ness or to advertlse ‘sales. . They are also useful 'to introduce an unusual’

, product ‘or serv1ce, like .Ben's "ornaméntalysecurity" fences.

1
- kY

» - ' : .
You could advertise a welding business in sfill other ways. For

< example, ypu could use direct mail, ,radlo and TV, or outdoor advertising.

~ The advertlslng medlum you use depends on’ the klnds of customers you want

v

- to attract and how much you want to spendu

3 . ‘t

~ . ) ) )' ' . “

What Makes a Good Ad

2

////// " A good ad needs to be simple, so that people who hear it or see it
will understand it. . It should catch their eyes or ears, so theyﬁlfll
Ink of i

remember it\ It should be easy to recognize, $o it makes them t
your business. It should give people importzﬁt information about your
business, It musELgake them want to buy your products and services.

EX ~ \
: , : ] : -
Here is the printed ad that Ben's friend Will helped him design for
the local newspaper. Ben hopes it will attract new customers who will

buy his ornamental iron security materials and have Ben install them.

-
Y
*

SAFEGUARD YOUR HOME
s . _PROTECT YOUR FAMILY ) "

»

’ Q »
West Coast Weldlng will fabrlcate, weld palnt, and :
1nstall ornanental iron fenclng, window grates, and,

gates a:ouﬁﬁ your home or place of business.

v
¢

" " These materials are sound and will deter intruders.

Choose from standard patterns or select a special design.

[ 4 ) .
. o " West Coast Welding .

- 654-3210 o

O ' ) 1318 DeSoto - Rocky Heights

Ben Millgr, Owner-Foreman

P
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Selling Your Products and Services

-

— - -

. I3

Selling the products and éérviceq of a welding business is important.

Ben's plan for selling is made up*of two things. First, he offers prod-

ucts and welding services of high qhaljty. Second, he treats people with
. Pl DY *

care and respect. o . )
< s, ﬁ 0 ' )
. The way Ben treated Mr. and Mrs. Serbln*shows how he sells-his prod-'

ucts and serv1ces. First, he paid attention to the need they had. This
<+

. .need is to protect their heme'and its furnishings.

[} 4 : N

Ben Miller uses a very firm approachyto customers about his products -
and services. He believes that his materials will meet the needs of
businesses and homeowners for secdrity better than other available

: ?aterials. He makes this chlear when he talks to people about a job.
&
A ' Ben dogs not push too hard, though. Once customers.underst nd what

Ben has to offer, t&ey decide for themselves "if that is what ey want.

~ " . BTS - - e

Ben helps customers understand. As a welding business owner, he

. follows these steps of gobd selling. . °

~ .

® He takes time to greet customers and talk to them about what they

need. R ~

r . bl

. . He explains the produqts and setrvices he offers.

\ e He answers questlons and exp1a1ns why a job costs what it does
= and takes the time it takes. ‘
L e He gets an agreement in wr1t1ng ds“to the terms of the sale and
-4
N

. . when the job will be paid for.

N . ‘.
o .

."selling" Yourself . > T .ot

’ o

Ben is "businesslike" 1in dé!hing with customers. He also tries to be
cheerful and polite at all times,“even with people who don't.act 'that way

4

themselves. Ben 'feels that he must sell his products and services in-

A . -
. . ~

R . ., 64 1) : )

Q )
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7 .
su:g‘a way that people will keep coming to him. That means he.must also
"‘ "sell" himgelfs et .

) Amother ‘'way that Ben '"sells'" his yysiness is to-have a good relation-—
ship with other businesses in his commnity. Ben refers dustomers to
other welders or to other types of businesses when he cannot meet their
needs. When he has time, he also helps with worthy‘prOJects. Last year,

for examp1e4 he installed a gate at a school for retarded children for *

Just§§he cost of supplies. .
v . - -~
A 4~
. ' ' '
Summary .
E I ¢ : -

Advertising lets people know what products and services your welding

business offers. You can use printed-ads and cards, ask people to tell

\ -

¢ » * 0’ »
.. other people about your business, and advertise with other more costly
methods. To sell your products and services, you must meet people's needs

and deal with.them in a help ful way. "Selllng yourself" by be1ng a good

. nelghbor and comm.mlty ‘member can glso help your busmess»

oh

.6l :
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~ . , Learning Activities

4 . . e . . 1

Individual Actjvities

~

1! List three ways to sell welding services when you deal with customers.

’
/ EN

. . . 7 ,
2. List three things tﬁ); a good ad for yout business should be or do.

»
.

: h N 3 @ ’
3, Match the advertising medium on the<left with the statement that

- fits it best. k t .

L)

" Word of mouth’ Does not cost anything

A

Q .

RIC

A uiToxt Provided by ERIC

v e,

It

business and your reasons for using it,

.
LY

A

.

(& p]
N

a.
_____ Newspaper afl . b7’ Easy to keé; handy *
_ ) * _* Yellow Pages ad ¢. Reaches pgbple who already want to buy
T o ____ Business card . d. Good for advertising a éale’_.‘
.o 2. - PO ‘ “ e }Alu - .
, 4. . People buy welding serviges afdd products for maﬁy reasons? Check
P which cﬁsggmer‘needs you think Ben‘Mil}gr”s "ornamental security"
{'**‘we}&ing—busineag_gppegls to. List oﬁe-éay it gppealg to each need
. you check;d. : . . ®
’ ___ Comfort " ) ) ‘ ) ‘ -
- Convenience ' - - ’ e .
, __ Pride ?x status ) . ) o« :
_____ Saving money o . 4
' ' y A_____ Security an . , '

5. Write down one_way you would regularly want to advertise youyr welding
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Diggussion Questions-

o

_Discuss ‘the strong and weak points of the newspaper ad that Ben and
<

Will designed in terms of its: : ., 7 N
a. headline; !
b. cop/y ; ‘ ,
) c. identification information; and s . N
- d. _layout. . .
" ) . - .o ’
// ) . . . :
e . 2. Team up with another student. ‘Bole pI?y the first contact between

Ben Miller and Kelly Nakai, a possible customer. Kelly wants a fence

-

. put around her pool. Kelly is not sure whether she should put in a
. chainlink fence or have Ben design ?nd !;stall an iron fence.

- . .
b 5

3. Can an ad be liked by some customers‘ai:jgot liked by others? 1If you

owned a weldihg business, what could youdo aboyt ‘that?

‘Group Activity
T ' St A\ s i 3 ‘
- b 4

“

N In a small groups of three or four students, de51gn a pr1nted Yellow

Pages ad for the following business. Call ‘the phone company to f1nd out

how much an ad of the size and number of words you-want would cost to run.

. ¢
4 o .

»

Manuel Cortes, welder, self—émployed Specializes in

cablnet construct1on and light mach1ne repair. - Business

?

name: Cortes Weldn‘g. Locatfaﬁf_fT7TT—?ifgtageuRbad, ' .

Yorktown. Makes supply cabinets for small retail busi-

. nesses gnd industrial shoﬁg. Just obg;éd aﬁa‘wa?ts to S
- build up new business. ' ’ ~§s
5 1 ’ 3 ’ o
¢ .
. &aﬂ * .
' ' ) ’
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Keeping Financial Records’ -~ "
. ) ) ‘ -
N - ‘ ;-_‘
Goal: To help you learn to keep financial records for a
welding business.
> ' ¢ )
: L4 s I3 I3 13 -~
Objectiye 1: Fill.but,a customer billing form )
fgr-welding services or products.
Objective 2: Fill out a daily ca%h street for
money you receive and pay out in one day. 7, ‘
. - & . .
o’ ) . . >
. s < - -
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BEN KEEPS TRACK OF FINANCES

.

n had jusE finished insEalling the fence around
Mr. Kowalski's home and pool. The job came to.$3,150.
Mr. Kowalski had paid half, or. $1,575, before the work began.
Noqd;;g res?f another. $1,575, was due. Mr. Kowalski could
not pg@y Ben' that day. He asked Ben to bill him for the rest.
He q‘omlsed to send a check by next week.

When Bén went'back to the shop, he filled out'a statement
to use in billing Mr. Kowalski. He wrote in the customer's
name and address., He added that day's date. He wrote down
the total cost’of the job, the payment received, and the
amount due. Ben put his copy of the statement in his file of
due account’s. He mailed the other copy to Mr. -Kowalski's -
home. .

At the end of the day, Ben had to fill out the daily cash
sheet. First he collected all the checks that customers had
g1ven him or Carl that day. These were the '"caslr sales" for

today They were all the payments made to-West Coast Welding*
as soon as they were due. Some cash sales were down payments.

that Ben received today for work to be done. The rest were
payments for work completed that day, which the customers
paid for right away.

All of today's payments wére made by chec¢k. Ben added

! .
the amounts for these checks. He put the total in the "cash

. help him gll out the '"expenses" side of today'

N

sales'" line on his daily cash sheet. Then Ben put a check
that came in today's mail on the pile of d%her checks. That
check was from a’credit custom It was to pay the balance
of Hier account for'a job that Ben finished a week ago. Ben
put the amount of that check in the '"credit sales" line on
the daily cash sheet. .

Ben added together the amounts for cash sale(dnuicredit
sales. He put this sum in the line marked "total revenues"
on the daily cash sheet. Then Ben got out his :Egpkbook to ’

ash sheet.
Today he paid Carl and Jamey their weekly salaries.” He
had also $200 for a new piece of welding equlpméht In
the "other" column, he marked down the last check he filled
out that day. It was to pay the monthly bill from his book-
keeper, Mike. Ben added the total for.all four checks he had
made out today in the lipe marked "total expenses' on the
daily cash §ﬁéet

'S &

. o/

N .71 by "
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. _ Keeping Financial Records . ) .

) N s ) .‘a
- . ¥

~

When Ben hired a bookkeeper, he thought he would not have to spend as

much time keeping financial records. Instead, he found that®he had to N ’
. i ; o
keep a daily record of\money coming in and going out. )
. , ./

Mike, Ben's bookkeeper, explained that he would need Ben's daily cash

sheets to fill out the monthly cash flow statement for,Ben's business. -

If there wéreino daily cash sheets, it would be hard to correct an error. ) ~ .
Or Ben miéht'lose a éheck'or a bill. Then he would‘Pot be able to keep “.
track of money he took in or paid out. ) T

A daily record of revenues and expenses made Ben more careful abbut
keeping track of money. It also gave-Miké<a,way.to check his own figures

ea¢h month.

3

N N B
)

. ‘
~ Ben's financial records werg'important for keeping track of revenues
»»  and expenses. They were useful when he had to write financial reports
for government agencies. The records helped Bgn’see"how his business was
s N ¥

dOiTE? They also helped him make important decisions about ‘the business.

v
4 .
) v 9 ’
R <
“Planning. Your Recordkeeping . -,
To prevent recoidkeeping from becoming -4 burden, you must decide who .
will d6 it and how to do it. Many ém&ll_busineés*owners, ltke Ben, hire ~
& . & . . . f « . *
someone to help them. But the owner must.work with the bookkeeper. g
§ : - \

e .
ral N . . . -

&~ * ”

The owner must expladin the way payments are made, the amount of money

P

A
comihg in, and whether credit is given. 'The type of financial records

¢ you keep depends on these kinds ©f things. The records must also give

-~

you the information'yo§s£eed to make decisions about the busirdess.
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Handling Credit

i > i
¥ >

A1

.

Most businesses that sell costly products or services, like Ben's,

.accept cred1t. This means -that they w111 let customers owe*tgfm, at

least for a.short time, : - : 4

<r ) e ) . ,k v . - '
You must have a e¢léar policy about credit. Your customers-nedd. to

o 0]

knbw whether you w111 accept nat1ona1 credit cards, Some bus1nesses give

‘a dascount if customers pay qurckly or chatge extra for 1ate payments.

~ Credit sales and paymentsgfua/must also be recorded csrefullyl

you peride goods and service

When
. -
to a credit customer,_lt means that you

‘have spent money but have agreed 'to wait for payment. So you need a com-

plete record for’ your own information and to rem1nd customers that they

- Y

must pay you.

fie
.
N .

Some businesses use a separate customer account form to keep a record

of how much a credft customer owes, They a1s0~keep a b1111ng form to <

request payment. In Ben M111er S bu81ness, he uses a two-copy sﬁatement

~for both these purpose's. He ;éeps onq cbpy and .sends the other copy to

: N

the customer to request payment. , - .

: "Here is a copy of the statement that Ben sent to Mr. Kowalski: {
Tt > A “w - ’ . “.'. . Ce L ) b 4
" ', : ' CUSTOMER BILLING FORY -~ . .
Custofer: Kowalskl, 1800 Abbottsford Rd., Rockdale‘ N

Lh
. - - ®
. L
., n 2 -~
£ 2 o . -~ . e

r rg

" ERIC
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CENd

‘ ¢, . RS ; Amount Payment Balance
- {».° Date , Description of Sale Charged Received Due
. ) . April 17 Ipstall’ fence - 7 Jl $3150.00 $1575.00 f 3 $1575.00
o W " r :.“‘ " s N
- .“ N I L) z \‘
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:Filling Out a Daily Cash Sheet

» - ‘ ) .
. -~

To fill eut a da11y cash shéet; you must f1rst igggup all the cash

sales you made that day. Then you must add up a11 the cash received that,

dgy from prior sales: These are your-credit sales for the day.

*Adding-cash sales anrd credit sales tells you your total revenues for~

-

the day. : o ) . : ' v

Then yeou must list all the money your business pa1d out for the day.
These are the total expenses. They may include salar1es, bu11d1ng
expenses, and money spent for equipment and furniture, and mater1a1s as
well a’s other egpenses. .. -

»

The da11y cash sheet that Ben. M111er f11ied out, is shown below.
.“t‘\f . "

L] i

s " DAILY CASH SHEET April 17 ' o

t ~es . .. ,. Revenues I Expenses

~

-

R

Cash Salés ‘ Salaries
Credit Sgles ). | . Building Expenses

? . ‘ Equipment & Furniture
Materlals -
Adve?t&alpg .
Other (bookkeeping) .- _ﬂ

Total Revenued . Total Expenses . $1 200
- - \rl

- -

v

S

-

On April 17, the total revenues for Ben Miller' s welding bu51ness
were $3,000. The total expenses were $1,200. 'The flguré\‘eaiz day. m1ght

be very different, however. Some days revenues are low and e enses are

high. ,Some~days yourtakeéin much more than yau pay out . o

»

®
-, . N . -
- -

. Havig% dsily recofds helps youebr the bookkeéper prepare ﬁonthl
records (and weekly records 1f they are needed). Then, over tinfe, you

gare able to see how we11 your bu81ness is doing. "Two of these Korms are

-~
~




1 . . . \ + N

N , Y ,

L]
the profit/lose statement and the balance sheet. You will learn about
. .- profit/loss statements in the next unit. If you do go inta business for
s yourself, get the advice of an accountant about how to complete a balance

W 3 . AY . ‘

sheet. i . .

.

. All small business owners keep financial records to keep track of-
money coming in and going out”, to write financial reports, and to make . .
. decisions about their business.  If you accépt credit, you need customer
account forms and billing forms to record payments niaﬁe and amountrs due.
Daily cash sheets record the .total revenues.and expenses for your busi- .

- ness each day.

.~

..
hY
}
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' - Learning Activities

qQ

/ .
Individual Activities .
LY . ‘
. 1. List two reasons for keeping complete financial records in a weldingl
business. . - ) ‘ L
. , ’ | .
2. " List one purpose of the customer account form and customér billing
form.
. 3. Completé the following statement for Miss Carter's account with West .
Coast, Welding. -On November 5 she paid 50% down for a $2,000 job to
) have a driveway gate built and ‘installed. The work was completed
November 23 while' Miss Carter was out of town. .
- + . * B ‘
i . CUSTOMER BILLING' FORM ) l -
Customer: . :
JAmount Payment " Balance
- .. Date Description of Sale ~ Charged Received Due _
> [ T -
: . s, ] - . ‘4 —_
/= N . (
; ) A
4. Fill in a daily cash sheet for West Coast Welding for January 30.. ' IO
' On that day Ben got $1,000 on account from Pacific Construction
Company. ' He also ‘got $1,500.0on account from Tim Coward. Cash sales
~ ’ ' ‘ k] L4
) * totaled $3,000. o ’
. - : ' .
{
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4

Ben,paid Jamey, and Carl that day. Jamey got $380, and Carl got $520
‘ for a week's pdy. Ben also made a $50,payment £6r 'insurance and a

$900 payment for supplies. (Note: 1nsurance goes under "Other.")

[ t

. . L -

A Lo DAILY CASH SHEET
) Cagh Receipts ‘ : ) _, Cash Payments
. Cash Sales S Salaries .
/ Credit Accounts . ﬁuilding Exﬁen;es ’
‘\\/ . . -| Equipment and Furniture
) : . Materials Lo -
‘ . / Advertising .
_ L | Other . SR
TOTAL CASH RECEIPTS , "~ TOTAL CASH PAYMENTS
* - ’ : ﬁ_ ) ’
X . ) . / .

Discussion Questions - . : : .

" '
. .

1: " Sometimes the total expenses for a welding business for one 'day are

* more than the total revenues. Does this mean the business is in

-~

trouble’ 2 \ s

-

2. What can a welding business do -about customers who pay slowly or not
at all? '
) ’ ,
- . 3. Why EhQuld financial records be completed every day? What_miéht

happen if they are not?

- 5 -

) ' /- ‘
¥

¢
Group Activity

-

. In teams'of two, role play the first business meeting between\Ben
Miller and his new bookkeeper, Miguel ("Mike") D1ego < :
o - |
" LS S
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.
"
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-
B
s
.

‘Ben should (1) explain the procedures he uses to charge -

customers and to pay bills, and (2) describe the kinds of

inférmation he needs to make business .decisions and to make
financial reports. ‘ ! '

’Mike should (1) recompuend -ways for Ben to keep daily
records that will-help keep.tfack of revenues.énd expenses, °
and (2) describe how he will kéep Ben's monthly books in

order to give Ben the information he needs.

T

Pl
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: ' . " Keeping Your Business Succe#éz;l

.
’ -
* . . .

¢ s . )
Goal:r To help you learn how to keep a welding business
* successful.

-
" .
. M

- 4
‘Objectivé 1: Determine the net profit, profit
ratio, and expense ratio for a welding business.

.js ‘ Objective 2: State one way this business could ' .
. increase its profits. )
Lo . ' Objective 3: State one way thissisiness could . .

. \\“/ change its services to increasge sales,

P L
.
' . L }
- Y
. »
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’
»
¢
B »
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. give customers a 2% discount if .they paid the balance

.the customer did not accept

HOW BEN MILLER KEPT HIS BUSINESS HEALTHY

[ ?

{
After Mike kept Ben's books for one year, he made up a
profit/loss statement for West Coast Welding. During his
first year in buglness, Ben's revenues (total sales) totaled
$65,000. His expenses totaled $26,000. His net profit was
$13,000. "Now you need to look at your profit ratio," Mike
said. Mike showed Ben how to calculate the profit ratio by
dividing his net profit by total revenues.” This showed Ben
the percent of his revenues that were profit. The profit
ratio waé .20, or 20%. - '

N .

~ So Ben finished‘the year with more rewghues than
expenses. But he had two problems. First, there had been
days when hé did not have enough money on ha to pay his
bills and buy supplies. That was because some customers
did not pay kuickly enough for jobs. 'Second, his profit
was too low for him to expand his business anq‘ifill have a
decent income. To improve his cash flow, Ben decided to
ask customers to pay half down on jobs that involved qﬁking
and 1nsta111ng fences. ‘Then he would have ,more money to
buy supplies and cover operating.expenses. He would also'(

w1th1n 10 days of completlon-of the work.

Next, Ben asked himself how he could increase revenues
and net profit. He did not want to raise prices. That .
could drive customers away. Ben decided he could reduce
his operatlng expenses and increase his sales at the same
time. First, he would no longer go ougfto estimate a job
right away. The customer had to come to the shop first and
talked over prices with h1m. In this way, Ben hoped to cut
down the amount of time he lost making~job estlmates that

Second, he would accept only eight hours of\;epair_work
each week. If someone brought moré repair work to him, he
would refer the person to another meldlng shop. Doing less
repair work would leave more time for the better-paylng
work of making and installing security fences, gates, and
grates. ‘It also meant that Ben would have to Jork harder
to.build ap that business. He would not have much repair
work to fall back on. o

[




v Keepging Your Business Successful .

R a /
The Importance of Cash Flow

¢

Many small businesses get into trouble because their cash flow ithho

slow. Even though the books show a profit, they don't have much cash on

hand at any one time. This is because credit customers havgkfeceived

[

goods and services before paying for them. Even though the businéss has

earned enough, itimay not have enough‘'cash’available to pay its own bills.

hd A

To solve this problem,-you must first keep track of cash flow. You
can figure out cash on handsfor the presert month. Better yet, you. can

"project," or guess, your cash flow fgr the coming months. If you know

~

ahqad of time that you are going to get behind, syou can do something

about it. . ) -

I

o

To solve the cash flow problem, small business owners sometimes borrow

money, buy on credit, or take less cash out of the busingess for their own
*living. Better still, they get people to pay their bills promptly, as
Ben Miller d1d

[y
N »

To get ﬁéople‘to pay faster, you should have a strict credit policy.

That way people know you expect prompt payment. You can back thls up, as
Ben did, by rewarding people for prémpt payment in the form of a dlscount

- v

o . ) -~ ’ \
§ e

Profit/Loss Statement . . .

The first-year profit/loss. statement for+Ben Miller's. weldlng busi-

ness is shown on the next page.

. b .

4




1 cqst of metals, paint, & other

welding supplies

A
West Coast Welding ‘
‘ PROFIT/LOSS STATEMENT: YEAR 1 >
Revenues $65,000 100%
: ‘ Cost of-Goods Sold! 26,000 40%
* Gross Profit ~- $39,000 7 »
Exgénses ’
Salaries $ 9,700 ¢
Rent , 4,200
Utilities 2,500 (W Z* -
) Advertising 4,500
TransportationZV 1,800
Other> 3,300 .
i $26',000 40%
. Net Brofit $13,000 20% .
* -~ / 3

s

2 Inclddes car repaits and gasoline

on equipment, ipterest omylean, .

bookkeeper J

. 3 Includes insurance, dep ciation
.. AR

4 « - < -

Certain figures in this statement.can be used to give Ben sdme very
ionrtant information about his business. These are net profit, profit e
ratio, and expense ratio. . ' . . ' ' ‘

.-

. ¢

Ben's net profit was found by subtracting total expénses-from gross
profit ($39,000 minus $26,000 = $13,000). . This was a low profit, but it

wasn®t bad for Ben's first year of business. ] .
’ . e e e

)

- 1

.

Ben's profit ratio is%the percentage of revenues he kept as profit,

It is found by dividing his net profit by total revenues ($13,000 divided,

0:‘?" /
e
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]
will stay about the same.

A}
by $65,0QO = .éO, orﬁZOZ). The expense ratio 1is ‘the percent of revenues
that -Ben used to pay expenses. You find this by dividing expenses by
total revenues ($26,000 divided by $65,000 = %40, or 40%). . .

L ] -
I3

Next year Ben will again have his bookkeeper develop a profit/loss

statement. He will compare his profitg, profit ratios, and expense <“

ratios in the two years. Then he can see whether the steps he took to

“

improve his business have been successful, . :

1 . L v

Ideally, Ben's revenues will go up next year. His net profit will

rise about as fast as his revenues.. His-expense ratio and profit ratio

-

- L

- .. * 4

~4 . .
How to Keep Your Business Successful

c

In order tg/incrdase profits, you can: '

. ® .+ increfdse sales;
_ e raisp prices; or

* e reduce expenses. ’//

- " ' ‘
Increa51ng sales means expandlng your business by offerlng more goods

and services to more cgftomers.' In Ben's case, it meant hiring employees.

Thath%ay the business could do more repair weldlng and more work in orna-

. b
mental s grlty. :

~

ising prices 15,{ way of geepmg more of yo&r revenues as profit.
You can raise prices if all the prices, around you are rising. You can

also raise prices if there is high demand for your goods and services and
not much competition. )

-

Vd

First Ben built up his ornamental security business. Then he was
able to raise his prices. But he did not want to raise prices too much
at first. He didtukbwant to drive customers away. -~

-

84 77 .
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v R At this point in his bu31ness, Ben dec1ded first to reduce zjs
. expenges. There are many ways to cut costs in a business. Eac® may save

you only a little.. But rogether these small ways can make a'}eal dif-

. . . . ~

ference. . . :

. * ‘ o
‘ .

k- T, . '
& o By cutti?g down on wasted estimates, Ben was able to make'a real
saving in his own ;ime. Ben had to spgnd-more time talking to new cus-
tomers. But he saved t1me by making estimates only for ehstomers who
were serious about hav1ng a job done. . . -
. ///’;;_:sking Iess reéair work, Ben also improved his re;enues in relation

to expenses. He was able to spend less time doing repa1r work, for which

-~

he charged a lower price. He was then able to spend more time selling

his more costly goods and services in ornamental security.

«

.
“

To increase sales, a small business can improve its products or ser-

L4

vices. Or it-.can change the products and services it offers. When Ben
reduced his repair work bus1ness and increased his orhamental securlty

' . Dusiness, he was cha9g1ng his products and services.

, .
S .

. Tk -
Getting Information to Change.Your Business

Small bgsiness owners-must stay informed to keep their business suc-

cessful. Besides pay<fﬁrs£tention to their‘own profits, they must be

¢ ) aware of the market.

%
Ben Miller knew that ornamental security was an expanding market. He
read the pgpers. He talked to people about changes in hous1ng patterns.

He' knew that 'the crime rate was rising and that people were concerned
. »
about prevent1ng theft. Like other small businesses that succeed, he was-

. éhle to change his business as the world around h1m'chang€3’

,
e
4
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Summary v

.
.

To keep your business successful, you must keep track of cash flow. .

“n

You must make sure that your cusftomers pay promptly. To increase profits,

-

you can raise prices, reduce expenses, or increase sales. You sometimes .

v

need to improve or change the products or services you offer in order to

. bl
increase sales.
H 9
. ° - . . N
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Individual Activities

LY

The profit ratio is the percentage of total revenues that you kept as
. » ‘ -

profit. The expense ratio is the percentage .of total revenues that

you paid forxbusiness expénses. The cost of goods sold ratio is the

percentage of total revenues you spent on weldlng matertals. How areg .
these ratios related to each other? ' '
. . - ¢

‘ / 5 ’ ’
As a small business owner, wh?}/éeuld you do' to improve the cash flow
in your bdsiness? '

N ~ Y
\ “

Qomplete the two-year prefip/loss‘statement for Scrubb Welding éom-

~

pany below.

~

K} .
Scrubb Welding Company

"TWO-YEAR PROFIT/LOSS STATEMENT

%

i)

SX\ . . Year 1

. Revenues ‘ . $50,000 % $80:000
Qoet"Qf Goods Sold 20,000 g EZLQQQ.
Gross Profit - . | $30,000 LT 48,000
Expenses ' 20,000 "~ 30,400
Net Profit $ ) $

Yo dy

In which year was Scrubb Welding more suceessful? Explain‘why you

answered as you did’




&

;s

O

ERIC-

i e
- *

T

)

1. Sometimes raising prices can increase the profits of a welding busi-
3 b 3 3 .
ness and sometimes it can lower profits. Discuss how each of these

things could happen.

/

2. Why do you need to look at net profit and the profit ratio to tell

how successful your business ig?

.

s -

3. Many welding businesses do not want to increase their sales beyond a

o .
certain point., Can you give some reasons for this?

Group Activity

>

Ben.Miller is ready to move to a new location with increased space

for storage and for a store and display area for his fencing supplies.

i

°

The class should divéﬂe into three groups. Each group should deyelop

a plan for how Ben can incre;;e his profits ip the’ new location. Ong'_

“‘group will focus on ways fo increase sales, The second g;oup will focus
on how to raise prices. The third group will foch‘op/X9ys to reduce

expenses. Each group should discuss its plan with the entire class.

»

. . .
- - ’ - ' < v
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SUMMARY . N y
P .

- "This module has been about owning a'small welding husi- . o "
ness. People with training in welding and managerial~skills _ cﬁ
- ’ “w

can offer a variety of goods and gervices to the public.” ~: ,

Some examples are machine construction and repair, construct- -

ing metal cabinets or building equipment, and providing orna- | ' ~
- mental security for - people's homes and businesses. '
g " Starting a welding business takes careful planning and
enough mo%ey to pay your expenses. You must be well organ-— .
. ~ ized to handle the many tasks of your bu51ness and to deal

with employees.

2

o '>2 N - N
< . 4 <o : N

‘ . . Good 'mortey xﬁ'anagement 18 also a must. You'need to keep :
good records and use the information in them to improve your

business. . . ’ e ‘ p

. . .

o . In order.to own and operdte a successful welding busi- . : e
‘ »
ness, you need. tr81n1ng as a welder, work*experlence, and the

R J,;«sﬁé??gi bu81ness management skllls we have covered ifi this

module 1f you have not had a course in weldlng, you should > - '
. P take one before dec1d1ng to: own a welding bu31ness. You can : *

. - learn buslness management skllls through business classes,

‘ experlence, or by using the adv1ce and example of an expert. . v
"\}\You may noJ't* make a lot of money by owning, a welding® &
business, However, you would bhave the personal satisfaction . . ;

.of being respon31b1e for your bus;nesS\and making your own - . .
dec1smons. Think about how 1mportant these thlngs are to you i oo

o ' 1n con31der1ng whethe; you should start ur own welding

. I . 2
/// - ' bu31ness.~ \ ) s . - C J//} -
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e
) W 1. Give two réashds whthhété is more competition for light |
o i repair work ip a weldihg business than for building orna-
- ‘ mental iron gates. ' ] .
a.
PN , ' —/ /
. ) ¢t v
: 2, Which person would be better at runniné~a welding business? '
_h_;_'a; Car}, who likes to'work with fiéuies
: . ' _____ b. John, whiis a good writer ’ S i
. . 4%
- _‘ ) M - -
3. In oxder.to comhete when yoy own' a welding business, you ,
“ . should:- _ i ) _ o ; T
o ¥ ’ a. only do repair work. ' . '
x = o e« .b. only do construction. - '
C.: - c. offer related services and products. - . @
. ___d. offer only lew-cost produttﬁ. : ) . ) ' ’
. ) . ! . . . .
;;”i 4, Whlch is a comfon legal requlrement for welding business h
K T owners doing br1dge construct10n°- .
L - —_al Graduate from high school ,
., ____b. Complete fouf years of math in h1gh school )
C _______c. Pass an exam of their weldlng skills J.i_'J
.

d. Complete a vocational education program N

[N
t, . .
N -

. - . . .
What is the best” way to find out whether'a possible welding
. » &

[ SRR ;
. T e shop has enough storage space? :
. ' a, Persékally inspect the sxte T a -
' b, Talk w1th the former tenant

. . . ¢. Talk to the landlord . ., . = - )
. . Ty s . ’ , .
B ' : d. Take a wdlking tour of the neighborhood
. . . R— . ! . ’ re
L . h‘ . * ’
i, . e - . Y
e T - 91 ‘ 7
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Which of these neighborhoods.is best for locating a welding

business? .

a. A retail shopping area
b. An area of $mall industries
c. downtown recreation area

d. A suburban residential area

.

< -

A business description ig most important to.help a new
' A
welding business get: - .

. . .

a. customers.

b. édvertising.

c. a loan. - f

d. supplies. ' © .

List two ways that a welding business owner can handle the

task of keeping financial records.

~
.

/

What is the best way to deétermine whether someone you d‘y_
. hire to help with weiding has éhe qecéssp;x‘skills?
Ask to see the person's high school tr
Talk to the person/s parents’
Wateh the person do some welding

. Ask the person to describe hi% or her experience

4
.

4 . -

gﬁst two things that are recorded on adwork order for a

welding business. - ') '

<

2
L]

List {wo factors that affect the price of a welding -

service, . ' i’ . .

a. 7

b. :

<

A 1Tt Provided by ERIC
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. 12. A welding,busigess wants to advergigi its unique fence
. E design)at the lowest possible price. What advertising
' medium is best?
a. Printed ad °
b, 1TV ad
¢. Radio ad{p -
d.- Direct m;il ' ¢

3

> v

13, List two qualities of a good printed ad for a welding
. business.

a, *

o
k 4

‘

14. List two ways that a welding business sells its produfts.

a. .
-~ :
. - * : z .
’ 1 ~ a--- /
- “15. What is.the maifi difference between a customer billing
. L fifm and a custpmer account ‘form? — .
@ : . [T
o . 16. A\daily cash sheet for a welding businesg shows the:
a. amount of profit. , . .
‘ : b. outstanding debts.
. —_— ? '
] c. " monthly rent.
d. cash receipts. . .
. ', " . [ .
4 ' w . ®

. L4 ?
17. Taking the differénce between gross profits and expenses

for the year gives you the: > -

-’ ° \ﬁ‘- P
- ) % a. prefit ratio. ‘. .
L ¢ . 4 ~ s
N . b, qxpectgd profit. .
B . c. net profitk
. -~ d. expense ratio.. ' e
— ®
9 , : e
- .o ] . ,
. ’ ' - \
5 > . . ‘
* -
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»

- s . \




N

@

P

g
>
N .. L3 .
18. 1Increasing sales, raising prices, and reducing expen¥es
1 . — L)
‘are all ways to increas®t a welding business§':
. . } ’
a. expense rdtio,
’ . b. cash receipts\
c. net profit, . /
d. cash payments,
» .
- b . ]
» ’ - s ' -
19. The best way to increase sales for. a welding business is
L] v
: to: .
‘ 3 . “
a. do more repair jobs,
: - .
) b. cut advertising costs,
o c. raise prices.
d., sell more high-cost services.
»
L]
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Entrepreneurshi’ Traininz Components '
Vocational Discipline }!odule', Number and Txtl\e
General Module 1 -~ Getting Down to Businesg: What's It aAll About” *
. .
Agriculcure Module 2 - Farm Equipment’Repair ! . LT
B P
Module 3 - Tree Service ) v i
. Module 4 - Garden Center N . ‘J
. Module 3 =~ Fertilizer and Pesticide Service . ; N
Module & - Dairy Farmin ' ) ' X
. b ) "
Marxeting and Module 7 - Apoarel Store
Distribution .‘m‘e 8 ~ Specialty Fcod Store ' )
Module 9§ - Travel Agency . L
] Module 10 - Bicvcle Store ' .
“ Module llg=- Flower and Plant Store ‘ !
- Module 12 - Buysiness ann' Personal Service ) <
Mocule 13 - Innkeeping _'
[}
Healtn ) . _Medule 14 - Nursing Service - .
Moaule 15 - Wheelcnair Transpor:atyn Service b ] . .

) \ Moaule 16 - Health Spa )
3usiness ana "Module 17 - Answen!lg Service *
Oifice : Mcdule 18 - Secreatarial Service

' \Noaule 19 - Bockkeping Service
Mocule 20 ~ Sof't'..-a-re.:)esz.gh Company ' )
Module 21 - Word Pmecessing Service .
.
Oc:upatwnal‘ , Module 22 - Restaurant Business - .
Home Econohfts Module 23 ~ Day Care Center ' ) i
’ Module 2% - Housecleanling Service . -
. . Module 25 - Sewing Seiviwe o, . R .
Module 26 - Home Attencant Service .
’ i . .
1:‘e<:1n1cai . Module 27 - Cuard Service ¢ ,
. voaule 28 - Pest Control Service ‘ , : -
- . h
. +, Module 29 4 Energ: Sa'ecv.a'h?; Servace Y
-~ - . -
Traces and . Module 30 - Hair'Stvling Shop' | N b
Incnlxstr:-. Module 3! - Auto Repair Shep T~ - . 4
T Mocule 32 - Welding Susiness R .. - )
B ’~ Module 33 - Construct:on Electrician_ Susiness '
v . ' Module 34 - Carpenc:'): Business i
. %;e 35 - Plumoing Business .
. . L .
. _‘ Moaule 36 - aAlr Conditioning anc ':ieatmg‘Servics . ) -
T \ o Relared Resources i ' .
3 ¢
~
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